.tJ-.V 


.S'vv 


"^m-  ^r 


^>Ml^ 


ii 


:i'^J*i: 


i»ili 


^^^^.'o'A'j'i---' 


"'<?^"^-  ^'v 


^'^ 


^ 


^' 


^ 


i.'^.     -.  .-  t-h^:.,:^  J  J.  '.'•;.  b^  > .  -J..  ■ ■^..t^^.,^ ,. 


■  CP  i 


:^>> 


^xJiJ:^-- 


Intensive  Exercises 

IN 

Shorthand 
Vocabulary  Building 


BY 

CHARLES  LEE  SWEM 

WORLD'S  SHORTHAND  CHAMPION  1923  and  1924 


THE  GREGG  PUBLISHING  COMPANY 

NEW  YORK         CHICAGO         BOSTON         SAN  FRANCISCO         LONDON 


Copyright,  1928,  by  the 
Gregg   Publishing   Company 


B54-F-10 


Printed  in  the  United  States  of  America 


FOREWORD 

The  following  series  of  Intensive  Exercises  in  Vocabulary 
Building  constitutes  a  departure  in  drills  designed  for  short- 
hand vocabulary  and  word-building  practice.  Ever  since  the 
subject  of  vocabulary  building  was  first  approached  from  a 
scientific  angle,  through  the  compilation  of  lists  constituting 
the  words  most  frequently  used  in  everyday  speech,  there  has 
been  a  recognized  need  for  a  compact,  practical  series  of  exer- 
cises embodying  these  words.  Many  lists  of  sentences  have 
been  compiled  to  illustrate  and  to  give  practice  on  the  high- 
frequency  words  of  the  language,  but  such  sentences  have 
been  obviously  artificial  and  have  possessed  little  or  no  real 
educational  value.  They  have  not  engaged  the  interest  of  the 
student  nor  secured  the  continuity  of  application  so  necessary 
if  he  is  to  grasp  and  retain  the  principles  taught .  The  need  has 
been  for  a  natural,  coherent,  and  interest -]iolding  exercise, 
built  upon  scientific  pedagogical  principle. 

Intensioe  Exercises  in  Vocabulary  Building  have  been  de- 
signed to  meet  that  need.  They  are  exercises  made  up,  not 
of  a  group  of  isolated,  unrelated  sentences  without  either  con- 
text or  reason,  but  of  a  series  of  coherent  articles,  each  one 
possessing  a  definite,  sustained  idea.  They  contain  between 
87  and  90  per  cent  of  the  words  which  go  to  make  up  repre- 
sentative English  speech,  as  determined  from  studies  by  Har- 
vard University,  by  Horn,  and  by  Ayres;  the  words  occur  in 
a  sensible,  reasonable  context,  in  the  same  manner  as  they 
will  always  occur  in  the  actual  experience  of  note  taking;  and 
they  are  grouped  in  natural,  everyday  phrases,  free  from  all 
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artificiality  of  thought  or  of  expression.  They  are,  further- 
more, written  in  an  interesting  and  sometimes  humorous  form. 
They  are  actual  "takes,''  which  may  be  used  for  ordinary 
dictation,  but  are  chiefly  valuable  for  repetition  practice,  with 
a  view  to  developing  a  highly  concentrated  and  usable  short- 
hand vocabulary. 

In  constructing  the  exercises  the  following  objects  were  kept 
in  mind: 

1.  The  inclusion  of  certain  definite  words. 

2.  Clear,  correct  usage  of  words. 

3.  Compactness,  consistent  with  coherence  of  subject  matter. 

4.  Coherence  of  subject. 

5.  Interest  of  subject. 

In  order  to  provide  variety  of  phrase  and  expression,  the 
exercises  have  been  cast  in  three  representative  types  of  dicta- 
tion material — the  article,  the  speech,  and  the  business  letter. 

The  first  twelve  exercises  are  built  upon  the  1 ,000  most-used 
words  according  to  the  Harvard  list  (Harvard  Studies  in  Edu- 
cation IV).  Exercises  13  to  20  cover  the  high-frequency  words 
not  found  in  the  Harvard  hst  but  which  occur  in  the  1 ,000-word 
hsts  compiled  by  Horn  and  by  Ay  res.  The  complete  list  of  the 
Harvard  1,000  root  words  includes  1,127  different  words. 
There  are  323  additional  words  in  the  Ayres  and  the  Horn 
lists,  making  a  total  of  1,450 — a  combination  which  undoubt- 
edly provides  a  comprehensive  and  authentic  list  of  the  highest- 
frequency  words  of  the  language.  Each  one  of  these  words  has 
been  used  at  least  once;  the  more  common  ones  over  and  over 
again,  depending  entirely  upon  their  natural  frequency.  In 
most  cases  the  root  word  itself,  as  being  the  most  common 
form,  has  been  used;  at  other  times  a  simple  inflectional  form 
of  the  word  is  employed.  Thus,  the  word  fix  occurs  as  fixing, 
and  control  is  illustrated  by  the  past  tense,  controlled. 


To  these  have  been  added  468  more  words  (all  of  them  in 
common  usage)  the  better  to  meet  the  exigencies  of  coherence 
and  context.  The  series,  therefore,  constitutes  an  essential 
vocabulary  of  1,918  different  words.  There  is  a  total  of  8,950 
words  in  the  series — 8,482  of  which  constitute  an  intensive 
drill  on  the  highest-frequency  words  of  the  language. 

For  the  convenience  of  stud}^,  each  exercise  is  preceded  bj^ 
a  list  of  the  words,  illustrated  in  shorthand,  which  appear  in 
that  exercise  for  the  first  time.  This  Hst  may  be  practiced  as 
an  assignment  before  the  dictation  of  the  exercise  itself  is 
undertaken.  The  exercise,  which  is  in  shorthand,  may  also  be 
studied  or  assigned  as  reading  practice  to  coordinate  with  the 
study  of  the  Hst  or  with  dictation  practice.  With  this  preUm- 
inary  practice  of  the  word  hst,  the  student  is  prepared  for  the 
dictation  of  the  exercise  in  class,  w^here  by  repetition  he  will 
"build"  the  words  into  his  writing  vocabulary.  The  exercises 
are  arranged  and  counted  for  dictation  purposes  in  the  back 
of  the  book. 

It  is  only  by  repetition  that  words  and  phrases  are  impressed 
upon  the  memory.  Repetition  practice  is  the  foundation  of  all 
speed  in  shorthand.  As  these  exercises  are  remarkably  com- 
pact and  comprehensive,  they  may  be  made  the  basis  of  all 
vocabularj^-building  practice  throughout  the  shorthand  course 
— from  the  time  the  student  completes  the  first  shorthand 
principles  until  the  words  which  the  exercises  contain  are  as 
much  a  part  of  his  writing  vocabulary  as  the  language  he 
speaks. 
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EXPLANATORY 

In  Vocabularies  1-12  inclusive,  the  words  printed  in  Roman  type  are 
from  the  Harvard  list  of  most-used  root  words  (1,127  words).  The  words 
printed  in  italics  are  context  words;  that  is,  words  not  included  in  the 
Harvard  list  but  used  solely  for  purposes  of  context  and  variety.  The  words 
marked  by  an  asterisk  are  found  in  the  Horn  or  the  Ayres  hst. 

In  Vocabularies  13-20  inclusive,  the  words  printed  in  Roman  t\TDe  are 
from  the  Horn  and  the  Ayres  lists  but  not  included  in  either  the  Harvard 
list  or  the  context  words  of  Vocabularies  1-12.  The  words  printed  in  itaUcs 
are  context  words. 

The  outhnes  listed  as  "Phrase  Forms"  represent  modified  forms  used 
only  in  phrases. 


MOST-USED  100  WORDS 

(Harvard  List) 

The  following  words,  according  to  "Harvard  Studies  in  Education  IV," 
constitute  55  per  cent  of  representative  English.  Among  them  are  all  the  high 
frequency  * 'connective"  words  of  the  language.  These  words,  being  basic,  are 
used  over  and  over  again  in  the  Exercises  which  follow,  depending  upon  their 
natural  frequency. 
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forth  /- 
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fright 

l^ 

judicial 

futility 

M^ 

jury 

grind       ^ 

^-^^ 

*justice 

hate 

^ 

king 

headlong 

/^ 

launch 

here 

'^ . 

lesson 

hesitation 

^ 

liberty 
listen 

honor 

"-^--^ 

mahogany 

hurry 

<2_-^ 

manner 

idle         ^ 

) 

mill 

incident 

mistake 

indicate 

^^^ 

mnnl 

influence 
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near 

^inside 
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nervously 

instruct 

"^- 

news 

instrument 

-^ 

notebook 

introduce 

y" 

o'clock 

invest 

—) 

ordeal        < 
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ordinary 
*outside 
overlooked 
pack 
paper 
pressure 
prison 
public 
quietly 
raise 
range 
refuse 
relentless . 
*relicf 
resumes 


rub 
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tomorrow 


trench 


^-^ 


trial 

^^ 

twelve 

uf^^)- 

uncomfortably      — ^ 

universe 

Cy 

utter 

^ 

vary 

cL 

verdict 

/ 

*victim 

jr 

visit 

J 

waste 

9 

weak 

^r-- 

*weighs 

^ 

ivelcome 

^ . — 

window 

^ 

witness 

.p- 
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to  him 

/^ 

five  o'clock 

J-" 
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able 

admirable 

adopted 

afternoon 

along 

although 

amateurs 

American     ^^ — . — 

appropriations    C^ 

arise  *2_Jf^ 


^ 


c^ 


avail 

avoid 

awake  yp-> 

barbarism         C^ 

base 

begin 

billion 


/ 


c^ 
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boy  ^  ^" 
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invader's 
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^ 


kept 

knew  -, 

loss  ^—^Y 

military e j 

million   g      ^ 

month      ^ 


multiplied         C. 
muster 


-J^ 


native 
*navy 
non 
notion 
obvious 
offense 
often 
operate 
patrol 
politic 
position 
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possible 

prepare 

prove 

provision 

quarter 

recent 

recommen- 
dations 

remove 

repel 

republic 

rest 

sat 

save 

seaboard 

send 

sent 

soil 

station 
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strike 

r-^ 

strong 

r — 

submarine  ^ Q_>- 

sufficieni 

J> 

though 

^ 

tire 

y 

troops 

*truhj 

unchallenged -y 
vessel      ^ 

weight 

^ 

woejullij 

7 

woman 

^2 

won't 

/ 

wound 

^ 

yesterday 

>' 
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Mr.  Chili nnan 
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admire 

ahead 

arm 

benefits 

blazed 

broke 

came 

capture 

coach 

comfort 

conclude 

courage 

division 

east 

engaged 

engineer 

example 

exceed 

except 

extinction 

fast 

fell 
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flag 

fording  /^ 

forest  ^^L^ 

gang 

gather 

hostile 

incline 

Indian 

instinct 


z 
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abound 
abroad 

£• 

laboratories 
odors 

^^ 

affair 

o£ 

*original 

y^ 

blend 

rv 

pardonable 

chief 

y 

perfumes 

%- 

compound 

popularity 
pride 

U 

^connected 

^-— ^-^ 

/ 

*  search 

consist 

^ 

*sir 

( 

convey 
courtesy 

c^y^ 

*soaps 
subtle 

h^ — 

done 

/ 

enabled 
enclose 

z_ 

sweet 
*various 

J. 

extracts 

Phrase 

Forms 

*jlowers 

My  dear  Sir 

-^ 

France 

Ic, 

sincerely 

<=.^ 

fund 

•>- 

2^ 

yours 
thanking  you      ^ 

for  the 

'? 

hill 

Q -^ 

we  hope 

import 

/' 

^^'e  were 
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April 

auto 

backwards 

beer 

blow 

boat 

breeze 

celebration 

church 

circumstance 

conscious 

convention 

dashboard 

dead         / 

disappoint 

distinguish 

doctor 

dozen 

dress 

eminently    „ 

escape  ^--7 

famous       ^  J 
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jlow  C. ^ 
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Friday 
fun 
grant 
hath 


z 


'(f 


restrain  

rhyme  <_^5^ 
Saturday  ^ 
September  C 
sergeant 
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inspect 

investigate 

kite 

literally 

magician 

Monday 

November 

nursery 

obeyed 

paddles 

physician 

preliminary 

prescnptions    C-^_._^ 

prompt         C^-^^ 

psychologist    ^?^^ 

ran 

rarest 

recite 
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January 

job 

Jones 


^^^^ 
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annual 

rc])ort 
cordially 

yours 

sales  Q^ 

manager 
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daughter     /  / 
entitle  _^ 

extra 
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under  separate' 

cover 
very  truly 

yours 

we  are  sending  c2^z-^ 
you 
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prefer 

primary 

principal 

procession 

profession 

respectability 

salary 

scene 

select 

session 

shadow 

shorthand 

shut 

sick 

slide 

soft 

statement 

tempting 

testimony 

therefore 

wear 
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absence 

accordance 

advice 

anxious 

approval 

balance 

blank 

can't 

chance 

compare 

description 

difference 

discount 

draft 

duplicate 

earliest 

error 

exchange 

excuse 

haven't 


earliest 

convenience 
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Bob 

college 

envelope 
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expedition 

package 
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DICTATION 


EXERCISE  1 

We  live  in  a  mechanical  age.  It  is  an  age  of  steel  and  elec- 
tricity. Motors  and  carbon  lights  have  comedo  to  be  as  familiar 
to  us  as  horses  and  candles  used  to  be,  until  we  have  to  become 
a  mechanic^^  today  in  order  to  be  of  any  particular  use  to  so- 
ciety or  ourselves.  We  cannot  be  happy  and  be  simple ^°  any 
longer.  We  have  been  converted  into  strange  forms,  run  on  the 
electric  principle,  and  controlled  by  the  pushing  of^°  a  button. 
If  we  appear  to  go  wild  sometimes  and  cut  wide  figures  down 
the  middle  of  the  road,  it^°°  is  because  we  have  pressed  the 
wrong  button .  It  is  not  safe  to  trust  ourselves  on  the  street  for 
fear  ^^°  we  will  suddenly  dash  off  without  anyone  at  the  switch. 
Nobody  is  safe  any  more. 

Our  entire  private  life  is  ^^^  a  piece  of  machinery.  The  family 
runs  by  electricity.  Mother  switches  on  the  vacuum  cleaner  and 
does  her  sweeping;  sister  ^^°  curls  her  hair  with  an  electric  iron 
and  rushes  down  to  the  motion  pictures;  brother  stays  at  home 
with  the^^°  radio  and  provides  the  music.  Father  is  in  the  ga- 
rage fixing  the  car.  Nobody  pays  any  attention  to  the  baby ,2°° 
who  is  playing  with  a  fire-extinguisher  upstairs.  In  a  minute 
some  guests  will  drive  up  and  somebody  will  immediately^^o 
propose  that  they  dance.  So,  if  you  please,  they  pair  off,  two 
by  two,  and  move  mechanically  over  the  floor^'^o  with  all  the 
rhythm  of  a  well-adjusted  piece  of  machinery.  The  radio  is 
plajdng  'The  Round  and  Round  Again^^o  Blues." 

I  ask  your  opinion,  is  that  not  a  fair  picture  of  what  is  hap- 
pening?    I  have  no  desire  to^^"  condemn;  nor  shall  I  defend  it. 
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We  can  all  understand  it.  It  is  the  natural  effect  of  a  great 
deaP^^  of  thought  and  effort  employed  in  one  field  of  endeavor. 
It  represents  the  worship  we  have  made  of  science,  brought^^o 
to  bear  in  all  its  powers  upon  the  practical  problems  of  life. 
We  have  gone  to  school  to  Nature,  and^^^  learned  to  make  the 
study  of  her  serve  us  in  a  practical  way.  What  the  final  out- 
come will  be,  it  ^^^  is  hard  to  predict.  I  leave  the  answer  to 
others.  Whether  we  shall  grow  more  Hke  machines,  content 
always  to^^^  sit  down  to  walk,  and  allow  our  bodies  to  become 
old  and  heavy,  while  we  take  our  thoughts  from  the  ^^^  movies, 
or  whether  we  shall  succeed  in  working  out  a  nicer  adjustment 
of  the  undoubted  advantages  in  all  these  things^^^ — I  am  sure 
I  do  not  know .  About  forty  years  ago  I  should  have  held  myself 
an  authority  and  told  ^^^  you  what  was  going  to  happen,  but 
things  have  a  habit  of  coming  out  differently  than  I  expected. 
We  shall  ^^^  never,  of  course,  return  to  the  old  days.  The 
new  order  has  too  secure  a  hold  upon  our  fife  and^^^  our  very 
habits.  Nothing  could  lead  us  to  bring  back  the  buggy  with  its 
spring  seat  that  bounced  over  the^^°  ground  hke  a  jumping- 
jack.  No,  thank  you,  on  no  account  do  we  long  for  those  far- 
away days.  (519) 

EXERCISE  2 

Gentlemen: 

This  is  the  first  time  that  I  have  ever  been  called  upon  to 
address  a  group  of  this  sort.-°  In  a  sense  I  suppose  I  can  claim 
to  be  one  of  you,  as  I  have  had  occasion  to  acquire  ^^  some 
knowledge  touching  your  particular  industry.  Some  eight  or 
ten  years  ago,  I  tried  to  estabhsh  myself  as  a  manufacturer®^ 
and  I  did  get  a  great  deal  of  experience,  but  that  was  all.    It 
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soon  became  plain  to  me  that^^  in  order  to  eat  three  times  a 
day,  a  manufacturer  must  get  contracts  and  collect  bills,  and 
I  discovered  that  ^^^  I  was  getting  very  hungry.  But,  as  you 
will  probably  agree,  in  this  age  of  business  the  experience  was 
worth^^^  all  that  it  cost  me.  I  have  never  since  had  any  ambi- 
tion to  invade  your  field — I  realize  that  history ^^^  too  fre- 
quently repeats  itself — but  I  do  feel  that  in  speaking  to  you 
this  evening  I  am  addressing  myself  to^^^  a  familiar  topic. 

To  anyone  who  has  watched  the  march  of  industrial  progress 
in  this  country  for  the  past  thirty ^^"^  years,  there  seems  to  be 
no  limit  to  what  we  may  expect.  Modern  methods  and  modern 
machinery  have  multiplied  the  ^^^  efficiency  of  human  hands, 
have  added  both  to  the  quantity  and  to  the  beauty  of  machine- 
made  art,  and  have,^^^  in  large  part,  built  up  a  commercial 
empire  second  to  none  in  the  world.  History  used  to  confer  its 
choicest 2^^  favors  upon  the  soldier  and  the  clergyman;  now  it 
waits  upon  the  magic  touch  of  business,  of  the  man  behind^®* 
the  machine  and  the  cash  book. 

There  are  those,  of  course,  who  wonder  if  this  is  for  the  best, 
who^^^  feel  that  we  have  built  simply  a  machine  without  a 
heart,  without  principle,  into  whose  power  we  have  dehvered 
ourselves^^*^  and  our  civiUzation.  This  is  an  extreme  view,  but 
I  have  heard  it  expressed  many  times  and  it  is  welP^^  to  recog- 
nize that  it  exists.  For  my  part,  I  think  it  is  poor  philosophy. 
Some  people  are  always  too  ready^''^  to  court  their  fears  and 
apply  the  old  primitive  test  to  anything  new.  To  them  any- 
thing that  is  big  is^^^  bad.  So  they  draw  into  their  shells,  and 
there  they  remain  until  the  awful  thing  has  been  destroyed  or 
is^^^  at  loast  checked  in  its  destructive  career. 

That,  it  seems  to  me,  is  a  very  low  estimate  of  your  part^°° 
and  of  mine  in  the  estabhshment  of  the  industrial  supremacy 
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which  our  nation  now  enjoys.  Mainly  because  of  our  commer- 
ciaP^^  superiority — our  manufacturing  methods,  the  system 
and  intelhgence  that  we  have  put  into  them — we  are  no  minor 
nation  today /^°  begging  markets  of  anybody.  We  are  in  the 
very  front  rank.  Our  ships  sail  the  seven  seas.  Our  manufac- 
tures are  ^^^  transported  to  the  remotest  corners  of  the  earth. 
In  no  corresponding  activity,  since  time  began,  has  there  been 
such  complete ^^^  dominance  by  any  one  nation.  We  are  the 
world's  storekeepers. 

We  are  indeed  traveling  at  a  rapid  rate — it  may^^^  be  too 
rapid.  We  are  moving  toward  complete  saturation  of  the 
world's  markets  with  our  goods,  and  if  I  am^^^  any  judge, 
that  is  not  a  wholly  desirable  consummation.  It  is  never  good 
to  arrive  at  a  limit  beyond  which ^^^  it  is  impossible  to  go  further. 
It  is  well  to  have  a  goal  and  a  worthy  one,  but  let  us^^°  not 
reach  it  too  quickly — and  let  us  watch  out  that  we  do  not  fall 
in  an  attempt  to  overreach^^^  it.  (581) 


EXERCISE  3 

In  the  days  of  Juhus  Caesar  the  rule  of  business  was  ex- 
pressed in  the  Latin  phrase  meaning  "let  the  buyer^o  beware." 
When  you  started  out  to  make  your  purchases  in  those  days, 
you  would  first  wipe  off  your  glasses,  tie'''^  a  string  around  your 
purse,  and  proceed  to  strangle  your  conscience.  If  you  were 
buying  a  fish  at  the  market, ^°  you  would  watch  carefully  to 
see  that  you  got  fish  and  not  a  pound  of  horse.  You  would 
never  buy'^^  milk  at  all  unless  you  got  the  cow  with  it,  and 
even  then  you  would  have  your  doubts.  Nobody  accepted ^^° 
anybody  else's  word  in  those  active  days.   Faith  in  one'sfcllow- 
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man  was  at  low  ebb,  and  the  national  hero^^^  was  the  one  who 
seized  the  most  territory  for  his  country  or  who  achieved  the 
biggest  swindle  in  the  market-^'^^place. 

Truth  and  character  probably  meant  the  same  thing  as  they 
do  now,  but  they  had  no  place  in  business.  ^^^  They  would  not 
fit  in  with  the  prevailing  spirit  of  trade.  "To  the  victor  belong 
the  spoils"  was  another  gentle  ^^^  little  motto  of  the  period,  a 
maxim  which  seems  just  as  fresh  and  popular  today  as  it  was 
then.  But 2^^  I  imagine  then  it  was  exclusively  a  business  prin- 
ciple. The  only  man  then  whose  word  could  be  said  to  be^^^  as 
good  as  his  bond  was  the  slave,  and  he  couldn't  help  it.  His 
word  had  to  be  good,  for^''^  his  bond  was  a  hard  and  difficult  one. 

Happily  that  idea  of  business  is  gone;  it  is  but  a  memory. ^^^ 
It  went  out  when  the  new  idea  of  responsibility  was  declared 
in.  Step  by  step  the  ethics  of  trade  have^^^  advanced  since  that 
early  time.  Today  business  is  constructed  upon  a  more  certain 
foundation  and  its  development  of  character  has^^^  been  equaled 
only  by  a  corresponding  gain  in  sheer  size  and  prestige. 

Business  today  is  essentially  straight  and  honest.  Nobody ^2** 
would  seriously  suggest  otherwise.  Honesty,  it  has  been  dis- 
covered, pays  dividends.  The  man  or  the  company  who  can 
not  produce^^^  a  clean  bill  of  character  and  honest  dealing 
might  as  well  retire  from  the  lists  and  seek  another  field. 

Now, 360  mark  that  and  suit  your  course  to  it.  Your  first  con- 
cern when  you  enter  upon  a  career  of  business  should^^^  be  not 
how  much  you  are  going  to  make,  but  how  fine  a  reputation 
you  are  going  to  achieve  and^*^^  maintain,  for  reputation  is  the 
modern  corner  stone  of  business.  Big  business  is  glad  to  ac- 
knowledge the  golden  rule  as^^o  jts  motto,  and,  in  addition,  it 
has  included  most  of  the  commandments,  also.  Not  simply  be- 
cause it  is  the  proper'*^'^  thing  to  do,  but  actually  because  it 
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is  the  easy  thing.  They  have  decided  that  it  is  easier  to  be^^° 
honest;  certainly  it  is  more  profitable,  and  that  is  a  con- 
vincing argument.  (472) 

EXERCISE  4 

Ladies  and  Gentlemen: 

A  campaign  speech  is  perhaps  not  an  ideal  medium  by  which 
to  greet  an  audience  of  friends. ^^  The  great  mass  of  the  people 
usually  expect  and  insist  of  a  candidate  for  office  that  he  talk 
poHcies  and^^  programs  and  not  personal  matters.  However, 
I  assure  you  of  the  satisfaction  I  have  in  returning  to  my  own 
home^^  county,  and  I  promise  you  tonight  that  I  shall  treat 
of  the  things  which  are  nearest  to  a^ou  down  in^'^  this  region. 
I  feel  absolutely  confident  of  your  support  when  election  time 
rolls  around,  but  it  is  due  you  that^^^  I  lay  before  you  my  aims 
and  principles  in  this  campaign. 

My  opponent,  who  has  not  had  a  new  idea^^^  in  twenty-five 
years,  has  marched  all  over  the  state  talking  about  the  tariff, 
the  full  dinner  pail,  and  the^^^  gold  standard.  Lacking  a  real, 
live  argument,  he  has  been  reduced  to  the  necessity  of  waging 
a  campaign  on  issues^®°  which  died  a  natural  death  before  this 
generation  could  vote.  Before  he  is  through  I  suppose  he  will 
have  us^^°  all  in  bread  lines  crying  to  high  heaven  for  the  defeat 
of  all  the  Democrats.  The  picture  which  he  paints^°°  in  the 
event  of  my  election  is  one  of  a  vast  red  menace. 

Well,  I  am  going  to  be  elected, ^^o  but  I  don't  think  that  any 
normal  person  is  afraid  that  anything  like  that  is  going  to  occur. 
I  am^'*^  not  unknown  to  the  people  of  this  state  and  I  don't 
think  that  I  inspire  that  kind  of  picture  to"^"  anybody  of  aver- 
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age  mentality  or  better.  What  I  have  stood  for  and  accom- 
phshed  ah'eady  in  my  service  to  the  state-^^  certainly  furnishes 
a  better  idea  than  that  of  what  may  be  expected  of  me  when  I 
am  elected.  I  mention^^^  this  only  as  an  illustration  of  what 
the  opposition  must  stoop  to  for  an  issue  of  any  kind. 

What  are ^2^  the  issues  of  this  campaign?  As  I  see  them,  they 
are  economy  in  government,  the  need  for  railway  legislation, 
state^-^*^  highway  construction,  and  new  corporation  laws.  No 
one  has  to  inquire  where  I  stand  on  all  these .  It  is  written^®^  all 
over  the  page  of  my  record  in  this  state.  There  is  no  mystery 
about  me.  But  who  can  determine^^^even  approximately  where 
the  other  side  stands  on  any  one  of  these  propositions?  They 
have  neither  spoken  of  them  nor^*^^  so  much  as  alluded  to  them 
in  the  course  of  a  six  weeks'  campaign.  They  can  not  afford 
to,  for^2^  their  record  is  against  them.  They  have  devoted  all 
their  time  to  reminding  us  how  much  income  tax  we  are"*^* 
privileged  to  pay  in  this  period  of  so-called  prosperity  and  how 
we  ought  to  want  to  pay  more.  '' Elect ^^"^  me,"  they  say,  "and 
obtain  all  the  blessings  of  prosperity  forevermore;  elect  the 
other  fellow  and  starve  during  the  coming"*^^  winter."  They 
even  predict  colder  weather  if  I  am  elected.  You  smile,  but 
that  is  all  they  have  to  talk^^^  about .  Can  you  imagine  a  worse 
predicament  than  that  for  a  pohtical  party  to  be  in? 

Everywhere  I  go  P-''  find  people  bored  by  the  old  slogans, 
and  dreaming  of  a  new  order  when  new  ideas  and  new  stand- 
ards wilP^^  be  planted  in  the  minds  of  our  governors,  when 
mere  property  advantage  will  no  longer  be  the  test  of  the^^* 
abiUty  to  govern.  The  strength  of  this  nation  is  not  in  its  prop- 
erty or  its  immense  physical  resources,  and  it^*^  never  was. 
Our  greatness  is  to  be  found  in  the  free,  independent  thinking 
of  the  individual- citizen.  When  we  lose^^^  that,  it  will  be  a  sign 
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that  we  have  dropped  from  our  high  estate  and  ceased  to  be 
a  sturdy ^^^  pioneer  in  government.   (623) 

EXERCISE  5 

Not  long  ago  I  had  occasion  to  make  a  quick  trip  to  the  city. 
It  was  hardly  more  than  a^^  social  call  and  the  distance  was 
short,  but  with  the  opportunity  offering  itself  I  hopped  into 
an  airplane,  pulled  back^^  the  old  joy-stick  and  was  quickly  off. 
It  felt  good  again  to  be  up  in  the  clean,  pure  air,^*^  mounting 
higher  and  higher  toward  the  blue  sky,  the  plane  responding  to 
my  lightest  touch .  There  is  no  pleasure  quite  ^^  similar  to  flying . 

If  you  have  never  made  a  cross-country  flight  you  have 
missed  seeing  the  earth  in  its^^^  greatest  glory.  Everything  is 
spread  out  beneath  you  like  a  picture  painted  in  natural  colors. 
Much  detail  of  course  is^^^  lost,  but  that  constitutes  a  gain  on 
the  side  of  beauty  and  art.  To  your  right,  for  instance,  is  a^'*° 
pretty  little  town ,  glistening  in  the  sun .  It  has  rather  a  foreign 
air  at  this  height,  but  it  is  the^^^  same  town — the  same  crowds 
on  the  same  streets  and  avenues — that  you  have  been  used  to 
seeing  on  the  ^^°  ground. 

Beyond  are  the  outlines  of  a  summer  artillery  camp.  You 
follow  the  railroad  closely  over  a  neighboring  factory  until-^" 
you  catch  sight  of  an  odd-shaped  body  of  water  which  looks 
like  four  good  drinks  to  a  thirsty  man,--^  but  instead  it  is  a 
great,  deep  lake,  measuring  many  hundred  feet  across. 

It  is  a  beautiful  trip  but  entirely ^^^  too  short.  Almost  before 
you  know  it,  you  observe  the  landing  field  beside  the  city. 
You  throw  your  handle  forward, -^°  break  your  contact,  and 
with  gravity  as  your  motive  power  glide  gently  to  the  ground 
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with  the  wires  singing  merrily, ^so  and  you  settle  easily  on  all 
three  landing  points  of  your  plane.  I  can  recall  how,  during  the 
war,  1^°^  used  to  count  each  point  as  it  hit.  First  one  wheel, 
then  another,  and  finally  the  tail-skid;  and  then^^o  j  ^ould 
wait  for  the  flying  officer  in  the  front  seat  to  explain  for  the 
fifty-third  time  that  my^^^  execution  was  bad,  that  all  three 
must  meet  the  ground  together. 

I  was  a  flying  cadet  then,  out  to  ^Vin^^^  my  wings''  as  we 
called  it,  and  I  can  still  hear  the  critical  voice  of  the  instructor 
ringing  in  my^^^  ears  as  I  made  a  dangerous  two-point  landing 
or  tried  to  push  over  a  mountain  two  thousand  feet  up.^^^  His 
remarks  were  not  always  of  the  type  that  you  hear  in  polite 
society,  but  they  were  to  the  point. ^^^^  I  have  never  had  any 
wish  to  teach  someone  else  to  fly,  especially  in  the  same  plane 
a  half  mile^^^  in  the  air.  It  is  a  real  tax  on  the  nerves,  and  I 
am  sure  my  conduct,  too,  would  suffer ^^^  in  the  process. 

Yes,  I  would  rather  travel  alone  with  nothing  between  me 
and  the  engine  but  the  center  section  ^^^  and  an  empty  seat. 
I  am  ready  to  forgive  my  instructor  of  that  date  for  his  forceful 
references  to  the^^^  grade  of  my  intelhgence  in  an  airplane. 
He  was  an  expert  at  his  job,  and  it  was  cheap  experience 
for52o  me.  (521) 

EXERCISE  6 

Mr.  President: 

I  rise  to  announce  the  holding  of  a  special  committee  meet- 
ing early  next  week.  I  have  noticed  with^^  some  surprise  an 
increasing  reluctance  on  the  part  of  members  of  late  to  respond 
to  our  summons  to  these  meetings.''^  We  have  been  obhged  to 
write  letters  to  members  and  officials  who  should  be  present 
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at  our  councils  and  express^*^  their  views  upon  the  subjects 
considered.  Such  a  course  should  not  be  necessary.  We  have 
no  means  of  enforcing  attendance /°  but  I  feel  that  the  mem- 
bers owe  it  to  themselves  and  to  their  self-respect  to  assume 
fheir  full  share ^°^  of  the  responsibihty  involved  in  our  dehbera- 
tions.  So  far,  we  have  always  managed  to  get  enough  together 
to  do  business /^°  but  it  is  not  our  object  simply  to  meet  and 
to  transact  business.  These  matters  pending  before  the  com- 
mittee must^^°  be  settled,  and  I  charge  all  of  you  with  your 
solemn  responsibility  in  this  respect. 

The  two  important  questions  under^^^  consideration  just 
now  are  the  child  labor  amendment  and  the  deplorable  situa- 
tion of  the  farmer.  We  have  got  to  make^^^  some  move  to 
relieve  the  distress  on  the  farm,  and  to  change  the  conditions 
under  which  little  children  are  being^^o  forced  to  labor  in  this 
country. 

The  farmer  today  is  struggling  for  a  mere  existence,  and  he 
is  demanding  that^^^  we  give  definite  thought  to  his  problem. 
His  market  has  been  destroyed .  His  wheat ,  his  cotton ,  his  corn 
and  potatoes^'*^  must  be  sold  at  an  enormous  sacrifice.  June 
cotton  this  week  is  sclhng  at  nine  cents  per  pound,  when  it-^° 
cost  the  farmer  more  than  that  amount  per  pound  to  plant  and 
harvest  his  crop.     The  farming  industry  is  alniost-^^  bankrupt. 

Remember,  the  farmer  requires  capital  to  run  his  business 
the  same  as  anybody  else,  but  he  is  helpless.  The^^^  banks  will 
not  issue  any  more  loans  on  his  land.  His  notes  are  due;  he 
has  no  reserve  of  capitaP^"  to  call  on;  his  profits  have  been 
wiped  out  during  the  last  few  years. 

The  farmer  is  a  skilled  laborer. ^'^^  He  is  more  than  that:  he 
is  a  business  man,  but  he  is  not  organized  in  either  capacity. 
If  he^^°  were,  he  would  not  be  in  his  present  plight.    He  must 
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buy  his  necessities  upon  a  protected  market  and  at^^°  an  ever- 
increasing  price;  yet  he  receives  protection  of  no  kind  in  the 
disposition  of  his  own  products.  His  is^^^  a  daily  battle  merely 
to  live. 

I  would  say  a  word,  too,  about  the  child  labor  amendment. 
This  amendment  is^^^  not  perfect.  It  has  gone  through  several 
revisions,  but  to  my  mind  it  is  the  best  that  we  can  get^'^^  at 
this  time.  I  have  been  attacked  for  the  stand  I  took  concern- 
ing the  item  in  it  which  directly  affects^^^  the  South,  but, 
nevertheless,  I  speak  as  a  warm  friend  of  the  amendment. 
Nothing  should  be  put  in  the  way^^°  to  prevent  its  passage.  I 
regard  it  clearly  as  a  duty  we  owe  to  the  young  people  of  the 
country^^^  to  see  that  they  are  not  forced  into  manual  labor 
before  they  have  reached  their  full  physical  and  mental  devel- 
opment. ^^^  The  future  of  the  race  is  involved  in  this  matter; 
the  quality  of  our  citizenship  will  depend  upon  the  results ^^°  of 
the  action  taken  on  this  amendment.  But  I  am  not  worried 
about  the  outcome;  all  I  ask  is  that^^^  you,  as  members  of  this 
committee,  whose  duty  it  is  to  aid  in  its  deliberations,  be  pres- 
ent and  cast  your^^*^  vote.  (581) 


EXERCISE  7 

Modern  advertising  is  more  than  a  business  or  an  art.  It  is 
an  educational  institution.  It  is  a  feature  of^^  our  daily  life 
that  we  could  ill  afford  to  give  up  or  to  change.  Fewofusever 
credit  the^^  really  tremendous  part  the  advertising  page  plays 
in  molding  our  thoughts  and  our  ideas. 

How  many  of  us,  upon  purchasing  ^^  a  copy  of  our  favorite 
magazine,  fail  to  read  the  advertisements  before  the  book  is 
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laid  aside?  It  is  my^°  own  custom,  I  know,  to  go  through  it 
from  cover  to  cover,  devouring  the  ads  with  exactly  the  same 
interest^^^  as  I  read  the  articles  and  the  stories.  In  fact, many 
times,  I  confess,  I  neglect  the  latter  for  the^^^  more  attractive 
arrangements  of  pictures  and  advertising  paragraphs  in  the 
back  of  the  book.  The  stories  may  be  something  less^^°  than 
first-class  but,  when  thousands  of  dollars  are  paid  for  the  priv- 
ilege of  displaying  one's  name  and  product,  the^^°  advertise- 
ment must  be  good.  It  must  contain  a  distinct  appeal  to  a 
fair  majority  of  its  readers  to  justify  the^^^  extreme  cost 
today. 

The  day  of  the  agent  going  from  door  to  door,  through  the 
front  yard  or  around  the^^^  side  garden,  making  personal  con- 
tact with  his  customers,  is  past.  Even  in  the  httle  villages  and 
the  rural  communities  we^^^  see  but  little  of  this  class  of  retailer 
now.  His  substitute  is  the  mail-order  catalog  and  the  adver- 
tising page. 2^°  The  wise  farmer  of  today,  as  well  as  the  city 
dweller,  has  been  taught  the  value  of  buying  standard  prod- 
ucts^^°  which  carry  behind  them  the  insurance  of  honest  adver- 
tising in  standard  magazines.  Whether  he  is  buying  a  hat  for 
himself, 2^^  a  can  of  oil,  or  a  cream  separator  for  the  farm,  he 
knows  he  stands  a  better  chance  of  getting'''^^  what  he  wants 
by  buying  what  he  sees  thus  advertised. 

And  not  only  to  the  man  of  the  house,  but'^^°  to  the  wife  as 
well,  the  appeal  is  being  made  through  the  printed  page.  She 
is  a  reader  of  the^'*^  advertisements,  too,  and  has  been  quick 
to  recognize  the  economy  of  magazine  shopi)ing.  Abed  for  the 
house,  a  sack-^^^  of  flour,  or  a  pound  of  tea  is  hkely  to  be  a 
better  product  for  the  money  spent  in  displaying^^°  it  in  the 
big  magazine.  The  inferior  article  could  never  justify  such  an 
expense. 
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Previous  to  the  days  of  country-^^^  wide  advertising,  we 
bought  altogether  too  bhndly.  There  was  but  Httle  effort  at 
cooperation  between  the  manufacturer  and  the  consumer. ^20 
Whatever  confidence  we  had  upon  buying  a  product  was  in 
the  dealer  with  whom  we  had  done  business  before,  and"*^^  not 
in  the  article  itself  or  the  firm  who  made  it.  The  man  who  re- 
tailed the  product  was  our  sole^^^  guarantee  of  its  quality. 
Hence,  if  the  retailer  was  honest,  his  stock  of  merchandise  was 
likely  to  be  honest;  otherwise^^^  we  could  not  be  sure.  If  we 
burned  our  fingers  doing  business  with  an  unknown  dealer,  it 
was  useless  to^^^  complain.  The  responsibility  was  ours;  we 
should  have  known  better. 

But  how  times  have  improved  within  the  last  twenty-five ^2° 
years,  since  the  present-day  policy  and  scope  of  advertising 
became  the  rule!  Now  we  accord  to  the  article  itself  ^^'^  the  con- 
fidence that  we  once  gave  only  to  the  dealer,  especially  if  it 
carries  behind  it  a  prestige  won  by^^^  honest  advertising  in 
publications  of  repute.  (566) 

EXERCISE  8 

I  do  not  believe  there  is  another  city  in  the  nation  possessing 
half  the  advantages  of  ours.  If  we  do^o  not  feel  a  true  love  for 
it,  we  are  something  less  than  patriotic.  There  is  not  a  person 
among  us^^  who  is  not  indebted  to  it  every  hour  of  the  day 
and  night  for  some  care  of  its  watchful  cye^^  or  some  service 
with  which  it  supplies  us.  There  are  too  few  people  Hving  in  a 
civilized  community  who  appreciated^  the  plan  and  purpose  of 
city  government  in  its  relation  to  the  average  citizen .  Our  lives 
are  committed  to  its^*^^  care.  We  owe  the  same  loyalty  to  it 
that  we  should  give  to  the  nation. 
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Ever  since  I  could  read^^^  and  think  for  myself,  I  have  set 
before  me  the  task  of  keeping  informed  of  the  developments  of 
my  city^^^  and  the  general  trend  of  its  thought.  This  practice 
I  have  continued  for  a  long  time,  and  as  the  years^^°  pass  I  find 
more  and  more  cause  to  marvel  at  the  progress  our  city  has 
made.  I  still  thrill  at^^*^  its  size  and  its  growing  reputation.  I 
like  to  consider  that  I  am  as  big  as  the  city  that  I^^o  live  in  and 
as  great  as  the  thoughts  it  thinks.  That  is  the  reason  I  have 
labored  for  it  so^^^  earnestly,  and  I  hope  I  have  not  failed  to 
acquire  a  certain  degree  of  success  in  my  efforts.  It  has^^^  not 
been  a  big  success,  I  admit,  but,  large  or  small,  it  is  the  best 
that  I  could  command  and^^o  j  gj^g^n  stand  on  the  record .  Soon , 
I  dare  say,  my  labors  will  be  finished,  but  until  then  I  Hke^^o  to 
feel  that  my  whole  thought  and  ambition  has  been  to  carry  on 
the  work  so  well  begun  by  those^^°  who  preceded  me. 

Let  me  point  out  once  again  the  full  significance  of  my  report 
submitted  last  week  to  the^^*'  Board  of  Estimate.  Consider 
the  many  important  activities  and  departments  in  a  city 
government  which  require  constant  supervision  and  atten- 
^10^340 — lY^Q  water  supply,  health  and  sanitary  conditions, 
the  police  force,  food  distribution,  and  the  administration 
of  the  law.  It  is^^°  in  many  respects  no  different  from  the  prob- 
lems of  an  army.  In  mere  numbers  we  are  five  or  six  times^^° 
the  size  of  any  army  that  ever  fought  as  a  single  unit,  nearly 
twice  the  size  of  the  entire  allied  *^^  army  occupying  the  western 
front  during  the  World  War.  The  sum  disbursed  by  our  budget 
is  greater  than  the  total'*^^  expenses  of  many  European  coun- 
tries. Thousands  of  freight  trains  follow  one  another  daily  into 
our  yards,  filled  with  countless  tons^'*^  of  steel  and  stone  and 
other  material  for  the  new  building  enterprises  constantly 
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under  way.     The  staff  of  workers  necessary ^^°  to  the  running 
of  a  city  of  this  size  is  a  small  army  in  itself. 

And,  oh,  the  little  matters^^^  that  we  have  got  to  look  after, 
turning  aside  from  more  important  problems  for  the  moment! 
I  opened  a  letter^*'*^  this  morning  from  a  much  excited  girl  who 
asked  why  we  permit  automobiles  to  park  on  both  sides  of  her^^o 
street.  She  had  found  that  there  was  no  space  left  between  in 
which  to  turn  a  car,  and  so  she^^^  at  once  wrote  us  about  it! 
Not  that  I  wish  to  criticize  the  dear  women,  but  only  to  show 
what^^^  we  sometimes  must  contend  with.  Stillitisour  duty  to 
hear  the  troubles  of  all  and  to  remedy  them^^^  if  we  can.  (583) 


EXERCISE  9 

If  you  have  never  paid  a  visit  to  a  trial  term  of  court  and 
watched  the  daily  grind  of  the^^  mill  of  justice,  you  have  over- 
looked a  chapter  of  life  which  is  both  interesting  and  educating. 
It  is  no  ordinary ^*^  incident  that  is  enacted  here.  It  is  a  show 
upon  which  civilization  itself  depends.  Its  interest  and  its 
moral  extend^°  throughout  the  universe.  King  and  President, 
Commons  and  Senate  all  wait  while  some  poor,  weak  victim 
caught  in  the  toils^^  has  his  day  in  court.  The  presses  grind 
out  the  news  of  the  trial,  the  papers  go  forth  to  waiting^"^ 
hands,  and  the  pubhc  reads  its  lesson  of  the  futiUty  of  hate 
and  crime. 

Let  us  step  inside  to  watch ^^^  and  to  listen.  We  shall  not 
take  any  part  or  utter  so  much  as  a  sound,  but  shall  fit  into^^^ 
one  of  the  square,  hard  seats  as  quietly  as  we  may  and  share 
in  the  general  interest.  The  heavy  influence^^°  of  the  place  is 
at  once  felt;  the  atmosphere  itself  is  invested  with  the  solemnity 
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of  the  proceedings.  The  windows^^^  are  closed  against  the 
warming  currents  of  sentiment  outside.  There  is  no  sentiment 
here,  and  httle  sunshine;  only  justice  and^°^  a  drab  contrast 
in  black. 

On  the  bench,  raised  above  everybody  else,  in  the  exercise 
of  his  judicial  dignity,  sits^^^  His  Honor,  the  judge,  the  especial 
instrument  of  justice.  To  the  right  are  the  jury,  twelve  *'good 
men  and  true"^^^  packed  in  a  long,  trench-like  enclosure  known 
as  the  jury  box.  The  witness  sits  uncomfortably  in  a  boxed- 
Qff26o  chair  to  the  left  of  the  judge  and  below  him,  while  in 
front  and  ranged  around  long  mahogany  tables  are^^*^  the  coun- 
sel, the  district  attorney  accompanied  by  his  assistants,  and  all 
the  varying  degrees  of  officials  belonging  to  the  administra- 
tion^^^ of  the  law.  At  a  little  table  just  in  front  of  the  witness 
is  the  stenographer  in  a  busy  attitude^^^  of  concentration  upon 
his  notebook. 

Cross-examined  by  the  district  attornej^,  the  witness  tells 
his  story.  Evidently  frightened  and  ill^'*^  at  ease,  he  answers 
with  apparent  hesitation.  To  him  it  is  a  terrible  ordeal,  for 
before  him  is  hberty  or^^^  a  term  in  prison.  It  may  even  be  a 
question  of  life  and  death.  He  rubs  his  hands  nervously.  His""*® 
shoulders  sag  and  his  whole  manner  droops  under  the  cross-fire 
of  questions  that  is  launched  at  him.  He  forgets"*^^  himself  for 
a  moment  and  makes  a  damaging  admission,  a  mistake  which 
his  attorney  is  quick  to  correct. 

His  counsel*^^  is  on  his  feet  introducing  an  objection  to  the 
form  of  the  question.  His  Honor  weighs  the  objection,  with 
quick'^'*^  (U^cision  refuses  to  allow  it,  and  the  case  proceeds 
without  delay.  All  is  speed  and  dispatch  in  the  court  room;'*®** 
little  time  is  consumed  in  idle  speech  or  waste  motion.  Every 
question  niust  be  distinctly  to  the  point  and  contribute^^^some- 
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thing  to  the  trial,  or  there  is  objection  from  either  His  Honor 
or  the  other  side. 

We  note  that  the^^^  hour  is  late  for  court;  the  time  is  after 
five  o'clock.  We  wonder  if  a  stop  will  be  called  untiP^o  ^q_ 
morrow.  The  witness,  hard  driven  by  a  relentless  foe,  would 
welcome  the  relief  of  adjournment.  But  no,  we  are  near ^^^  the 
end;  the  judge  confers  with  the  attorneys  and  indicates  that 
the  case  will  go  on. 

Everybody  resumes  under  pressure, ^^"^  but  there  is  no  rush. 
There  is  never  any  headlong  hurrying  in  court,  only  a  deter- 
mination to  get  everything  on^^^  the  record  with  the  least  delay. 

Soon  there  are  no  more  questions.  The  evidence  is  all  in. 
The  judge  stands^^^  and  instructs  the  jury,  who  immediately 
retire,  and  we  wait  for  the  verdict.  (613) 


EXERCISE  10 

Mr.  Chairman: 

My  subject  this  afternoon  is  the  need  for  making  further 
provision  for  our  national  defense.  We  have  not^*^  troops  enough 
to  repel  an  enemy  who  could  send  a  well-equipped  army  against 
us.  Although  our  coast  line  is^^  a  very  considerable  defense  in 
itself,  we  are  beginning  to  feel  that  it  is  not  the  protection  it 
has  been^^in  the  past.  Our  country  is  in  real  danger,  and  I 
should  be  disloyal  to  it  if  I  allowed  this^^  condition  to  go  un- 
challenged .  Yesterday  a  conference  of  party  leaders  was  called , 
the  second  in  as  many  months,  to  consider^^^  the  subject,  and 
after  long  and  tireless  discussion,  a  course  of  action  was 
adopted  which  I  hope  will  have  weight  ^^^  with  the  Senate  and 
be  productive  of  results. 
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I  ask  you  to  look  at  the  position  in  which  we  now^^°  find 
ourselves — and  I  hope  you  won't  believe  that  I  am  talking 
poUtics.  I  do  not  want  votes;  I  want^^°  your  help  to  save  the 
lives  of  the  boys  who  fight  our  battles  for  us  when  the  neces- 
sity arises.  If  ^^"^  I  knew  of  anything  that  I  could  say  or  do  to 
keep  them  from  the  dangers  into  which  we  have^^^  so  recently 
seen  them  sent,  I  should  be  saying  it  and  doing  it  now. 
Our  hospitals  are  not  yet  empty^^^  of  the  wounded  of  the  last 
war. 

I  am  not  in  love  with  war,  any  more  than  you  are;  but^'*^  war 
is  often  inevitable.  It  comes  along,  demanding  its  sacrifices, 
and  though  we  do  all  in  our  power  to  avoid^^^  it,  sometimes 
honor  itself  is  involved  and  there  is  no  choice  left  to  us.  I  am 
at  a  loss  to^^^  understand  the  mental  processes  of  those  who  do 
not  realize  this .  It  seems  to  me  too  obvious  for  debate .  Who^^° 
knows  when  we  shall  be  called  upon  to  face  a  strong  and 
efficient  enemy  with  an  army  and  a  navy^^^  superior  to  our 
own?   It  is  perfectly  possible  as  we  are  situated  today. 

I  am  an  American,  the  kind  of^^^  American,  I  hope,  who 
has  kept  our  soil  free  from  the  invader's  foot  since  the  founda- 
tion of  ourrepubHc.  Yet^®^  I  am  not  one  of  those  who  believe 
that  we  must  become  a  nation  of  soldiers  in  order  to  prove ^^°  to 
the  rest  of  the  world  that  we  are  prepared  to  protect  ourselves. 
If  anyone  has  that  notion  of  me,'*^°  I  want  him  to  remove  it 
from  his  mind.  It  is  not  true.  There  is  not  a  man  or  woman ^^o 
whom  I  would  send  into  the  display  of  barbarism  which 
men  call  war,  but  there  is  no  use  denying  to''"*^  ourselves  that, 
if  such  a  thing  does  come  to  pass  in  the  future,  the  suffering 
that  we  must  endure  will'*®^  be  multiplied  many  times  because 
we  are  not  ready  to  meet  it.  Why,  at  this  moment  we  are  not 
able'*^^  to  muster  an  army  sufficient  to  patrol  our  seaboard. 
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Our  air  service,  while  admirable  in  quality,  is  still  insufficient 
^q5oo  protect  our  cities  from  bombardment  by  a  well-planned 
air  offensive. 

Our  native  land  is  our  dearest  possession.  No  one^^^  can 
question  our  patriotism,  but  in  military  numbers  W^^re  woe- 
fully weak.  We  are  building  bigger  guns,  new  war  vessels, ^^° 
and  submarines  to  the  value  of  many  millions  of  dollars, 
but  these  are  of  little  avail  if  we  have  not^^^  the  skilled  hands 
and  the  trained  heads  to  operate  them  when  the  hour  of  emer- 
gency strikes.  The  army  realizes  it;^^^  the  navy  realizes  it. 
Yearly,  they  ask  for  greater  appropriations,  for  better  quar- 
ters, for  more  coaling  stations  and  operating  bases. ^^^  They 
know  from  trained  experience  what  is  needed,  but  always  their 
recommendations  are  turned  down  by  the  non-military  ama- 
teurs^^^  in  this  body.  Truly,  we  have  been  foolish.  We  have 
sat  idly  by  while  the  other  nations  of  the  world^"^^  have  spent 
bilHons  and  excelled  us  on  both  land  and  sea  in  elaborate  prep- 
aration for  war.      When  shall  we  awake ^^^  to  our  folly?  (663) 


EXERCISE  11 

Riding  across  this  great  country  of  ours  from  the  east  coast 
to  the  west  in  the  easy  comfort  of  a^^  Pullman  coach  or  by  fast 
automobile,  I  never  cease  to  admire  the  courage  of  those  hardy 
pioneers  who  first  made^^  the  journey.  Had  I  been  called  upon 
to  make  the  same  trip  then,  I  often  wonder  whether  I  should 
have^°  been  equal  to  the  occasion.  I  am  inclined  to  think  that 
all  of  us  too  easily  forget  what  has  gone^^  before  us  to  make 
possible  the  benefits  which  we  enjoy  today. 

How  many  of  us,  for  instance,  ever  give  thought ^°°  to  the 
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early  history  of  our  country  and  of  those  who  blazed  the  way 
for  everything  which  has  followed?  Those^^^  sturdy  pioneers, 
following  the  flag  or  it  may  be  the  primitive  roving  instinct, 
traveled  on  foot  when  they  made  the^^°  trip,  fording  rivers  as 
they  came  to  them,  felHng  trees  to  make  way  for  the  horses 
and  the  heavy  wooden^^^  wagons;  depending  upon  the  strength 
of  their  arm  and  the  keenness  of  their  eye  for  meat  and  food 
along  the ^^^ journey.  In  the  forest  just  ahead  of  them  might 
be  hostile  savages  gathered  for  a  raid. 

Capture  at  the  hands^^^*  of  the  Indians  meant  certain  death. 
If  the  white  man  saw  the  Indian  first,  he  did  the  killing;  other- 
wise, the^^^  Indian  added  a  new  scalp  to  his  collection.  Except 
for  a  few  tribes  there  was  no  such  thing  as  neutrality^^^  in  those 
stirring  days.  Not  till  one  side  met  almost  absolute  extinction 
was  peace  concluded  between  them. 

Thus  the  pioneer^^*^  pursued  his  way  westward  and  north- 
ward ,  fighting  and  marrying  and  building .  He  mastered  nature 
and  himself,  and  he  built  from^^^  a  wilderness  the  beginnings 
of  a  great  union  of  states.  Later  in  his  path  came  the  stage 
coach  and  the^^^  mounted  express;  then  the  engineer  and  the 
division  gang  laying  the  first  railroad  line.  But  he  broke  the 
way  which^^^  everybody  else  has  followed,  even  unto  the 
modern  generation,  for  our  automobile  roads  but  follow  the 
old  trails  blazed  by^^^  the  pioneer. 

It  is  an  oft-related  story,  this  history  of  our  early  founders, 
but  we  are  so  engaged  today^®^  in  the  problems  of  a  newer  ago 
that  we  tend  to  forget.  It  is  a  story  exceeded  by  none  in^^°  all 
history  for  sheer  courage  and  industry.  We  may  not  be  called 
upon  in  this  age  to  endure  and  to'*°°  achieve  as  they  did,  but 
we  can  at  least  remember  and  take  inspiration  from  their  high 
example.  (417) 
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EXERCISE  12 

My  dear  Sir: 

We  are  very  glad  to  welcome  you  as  a  customer  of  our  house 
and  to  convey  to^^  you  some  sense  of  our  appreciation  of  the 
confidence  you  have  thus  placed  in  our  products. 

We  take  a  pardonable^*'  pride  in  our  business.  Indeed,  we 
like  to  feel  that  it  is  something  more  than  a  business,  that  it 
is^^  an  art.  The  making  of  sweet,  subtle  perfumes  has  been  the 
chief  affair  of  our  house  for  many  generations. 

Our^^  policy  has  always  consisted  of  careful  study  of  every 
detail  connected  with  the  compounding  of  our  soaps  and  per- 
fumes. Our^^^  extracts  are  all  imported  from  abroad,  from  the 
hill  country  of  France  and  middle  Europe  where  the  various 
flowers  and^^°  oils  abound.  Last  year  we  sent  our  agents  all 
over  the  world  in  search  of  new  oils  and  new  odors. ^^^  They 
have  now  returned;  and  their  discoveries  were  funded  in  our 
laboratories  here,  with  the  result  that  we  were  enabled ^^^  to 
offer  a  distinctly  original  blend  which  has  already  achieved  a 
tremendous  popularity. 

We  take  pleasure  in  enclosing  a  story  ^^^  of  the  perfume  busi- 
ness, showing  in  attractive  form  what  has  already  been  done 
and'  what  we  hope  to  accomplish  as^^^  our  contribution  to 
the  future. 

Thanking  you  for  the  courtesy  of  your  confidence,  we  are. 
Sincerely  yours,  (217) 


EXERCISE  13 

Very  few  of  us  appreciate  the  importance  of  habit  in  our 
daily  lives.  It  is  a  circumstance  of  hfe  which^**  affects  our  every 
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thought  and  activity.  Almost  everything  we  do  is  prompted 
by  habit.  As  an  illustration  of  its  power /^  a  famous  psychol- 
ogist tells  the  story  of  a  soldier  who  was  walking  across  the 
floor  with  a  glass  of  beer^^  in  his  hand  when  the  top  sergeant, 
in  a  spirit  of  fun,  called  out  "Attention!"  The  soldier  promptly 
obeyed  the^^  command,  letting  the  beer  dash  to  the  floor. 

We  are  literally  slaves  to  habit  and  convention.  Even  in  our 
originaP^^  investigations  in  new  fields  we  can  not  escape  the 
spell.  The  first  doctor  was  more  magician  than  he  was  physi- 
cian, ^  20  a^nd  some  of  the  prescriptions  of  that  age  are  still  being 
used  today.  When  the  first  auto  was  presented  for^^^  our 
amazed  inspection,  what  did  we  see?  It  was  nothing  more  or 
less  than  a  buggy  with  an  engine  to^®^  pull  it  instead  of  a  horse. 
It  had  a  dashboard,  a  wagon  seat,  and  a  place  to  put  a  whip.^^^ 
There  were  a  dozen  or  more  things  about  it  that  were  totally 
useless,  but  such  was  the  effect  of  habit. ^^^ 

The  first  steamer  was  a  sorry  looking  sail  boat  with  paddles 
that  ran  by  motive  power.  There  was  little  to^^^  be  seen  in  the 
first  airplane  to  distinguish  it  from  a  kite,  except  the  engine. 
It  headed  into  the  wind^^^  hke  a  kite  and  would  have  been 
blown  to  pieces  by  the  first  stiff  breeze.  Of  course,  I  grant 
you'^^^  that  these  were  but  beginnings,  a  necessary  preliminary 
to  the  wonderful  progress  we  are  celebrating  today  in  all  these 
fields, 2^^  but  yet  in  each  one  of  them  we  started  off  under  the 
restraint  of  habit. 

And  we  think  by  habit, ''^^  too.  When  we  are  called  upon  to 
recall  the  number  of  days  in  a  givc^n  month  we  must  recite 
1\iq32o  nursery  rhyme,  "Thirty  days  hath  September,  April, 
June,  and  November,"  before  we  can  remember  so  simple  a 
fact  as  that.^'^^  Take  the  days  of  the  week  and  they  flow  off 
our  tongues  Hke  magic — Sunday,  Monday,  Tuesday,  Wcdnes- 


YOCABULAEY  BUILDING 115 

day,  Thursday,  Friday, ^^^  Saturday — but  recite  them  back- 
wards and  they  do  not  go  so  easily,  because  it  is  not  a  habit 
with  us.^^^  It  requires  thought  and  attention,  and  thinking  is 
the  rarest  thing  we  do.  We  eat,  we  dress,  we  sing  a^^^  song, 
we  go  to  church,  we  buy  a  ticket  for  the  theatre,  all  without 
a  single  conscious  act  which  might^^^  be  termed  thinking.  We 
shall  probably  die  some  day,  not  because  it  is  a  habit  but 
because  it  is  eminently ^^^  conventional.  And  how  dead  we 
shall  be  then! 

It  is  all  very  disappointing.  It  is  only  in  an  emergency  that^^^ 
we  strike  out  for  ourselves  and  think  more  or  less  independ- 
ently. And  not  always  then  are  we  able  to  casf^^^  off  the  spell 
of  habit,  so  hopelessly  are  we  its  victims.  It  is  those  who  can 
think  for  themselves  when^^^  the  occasion  arises  upon  whom 
the  world  places  the  stamp  of  greatness.  (512) 


EXERCISE  14 

My  dear  Jones: 

Beginning  at  noon  today  we  have  a  new  sales  manager. 
When  you  have  recovered  from  the  shock, ^^  I  shall  tell  you 
his  name.  If  you  will  look  closely  at  the  end  of  this  letter,  you 
will  find^o  it  attached  thereto.  Perhaps  you  have  guessed  it 
anyway. 

Since  May  last  I  have  divided  my  time  here  at  headquar- 
ters^*' between  learning  my  job  and  keeping  in  touch  with  you 
and  the  rest  of  the  salesmen.  I  have  drilled  myself ^°  in  the 
routine  of  the  organization,  and  by  now  I  think  I  can  recite 
the  filing  system  backwards.  I  know^^^  the  population  of  e very- 
town  in  this  territory,  and  I  can  tell  you  the  name  of  the  mayor 
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and  the^2°  chief  clerk,  and  the  known  relatives  of  each.  Also, 
if  necessary,  I  could  probably  tell  you  how  many  blocks  it^'*^  is 
from  the  railroad  station  to  the  hotel,  and  the  color  of  hair  of 
the  young  lady  behind  the  cigar^^^  counter.  We  have  a  card- 
index  system  here  that  is  the  cleverest  thing  you  ever  saw. 

Of  course,  all  this^^^  information  doesn't  necessarily  make 
me  a  good  salesman  or  sales  manager,  but  it  helps.  I  have  been 
appointed  on  the^^^  basis  of  not  how  much  information  I  can 
absorb,  but  how  much  I  can  help  you,  the  local  salesman, 
selP^^  the  product  of  this  house .  I  do  not  intend  to  tell  you  how 
you  should  go  about  your  business — you^^^  know  that  better 
than  I  do;  it  is  the  combination  of  the  two  of  us  that  will  make 
for  success^^^  or  failure. 

Let's  start  now  and  keep  the  ball  rolling.  It  is  now  December 
in  the  year  of  our  Lord^^^  1927.  By  next  December  or  January, 
when  he  makes  his  annual  report,  we  shall  know  whether  the^^° 
new  sales  manager  is  worth  his  salt. 

I  ask  your  cooperation  and  support. 

Cordially  yours,  (315) 


EXERCISE  15 

Why  we  dream  is  a  question  which  has  puzzled  science  since 
the  first  fortune  teller  pocketed  her  fee  and  told^®  us  the  mean- 
ing of  our  nightmares.  Is  there  any  significance  to  those  queer 
visions  that  come  to  us  in  our**^  sleep?  Does  it  mean  anything 
for  us,  in  the  middle  of  the  night,  to  stand  out  on  a  rocky 
ledgc^^  overlooking  a  chasm  as  deep  as  the  Grand  Canyon? 
Perhaps  we  arc  dressed  in  a  bathing  suit,  or  even  less,®°  with 
a  string  of  diamonds  hanging  around  our  neck  and  a  couple  of 
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fat-looking  ladies  behind  us  enjoying  our^'^^  actions  as  we  try  to 
keep  from  falling  off.  Of  course,  we  always  wake  up  to  find, 
with  inexpressible  relief, ^^^  that  there  are  no  ladies  in  our  room 
and  that  the  distance  we  had  to  fall  was  really  no  greater^^^ 
than  that  from  the  bed  to  the  floor. 

The  fortune  teller  used  to  interpret  these  nightmares  and 
advise  us  how^^^  to  break  the  spell,  but  science,  studying  the 
subject  in  the  university  and  the  laboratory,  is  seekiitg  to 
determine  whether ^^^  we  have  a  dream  center  of  intelhgence,  or 
whether  the  whole  thing  is  caused  by  an  undigested  pork  chop. 
jf2oo  ^g  possess  a  dream  center,  where  do  we  find  the  material 
for  all  these  funny  ideas  that  burst  forth  while^^^  we  sleep? 
Still,  they  are  not  nearly  so  strange  as  some  of  our  waking 
ideas.  A  necklace  of  diamonds  worn^^*^  with  a  bathing  suit  is 
surely  no  funnier  than  a  woman  with  a  fur  piece  around  her  neck 
in  the 2^^  summertime.  I  respectfully  suggest  that  many  of 
the  weird  appearances  which  we  present  in  our  dreams  will  be 
found  to^^^  have  their  origin  in  some  of  the  styles  that  we 
mortals  affect  in  our  waking  hours.  Also,  there  is  another ^^^ 
source  not  to  be  overlooked.  When  ma  and  pa  and  the  kids  go 
to  the  movies  these  days,  enough  materiaP^^  is  absorbed  to 
furnish  the  stuff  for  a  month  of  nightmares,  with  no  two 
alike . 

It  is  a  bit  mysterious^^^  how  our  minds  work  when  we  sleep, 
and  it  does  present  an  interesting  question — whether  these 
dream  thoughts  are  stolen^^^  from  the  things  we  have  thought 
sometime  during  the  day,  or  whether  they  arise  spontaneously 
like  conscious  thinking.  Presumably,  they^^^  are  products  of 
memory,  but  who  can  tell?  Mental  telepathy  might  shed  some 
light  on  the  subject.  Maybe  the  fortune ^^^  teller  was  nearer  the 
truth  than  she  suspected.  (408) 
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EXERCISE  16 

Dear  Madam: 

This  is  in  reply  to  your  inquiry  of  July  twenty-fifth.  We 
regret  that  we  have  no  extra^^  copies  of  the  book  "A  Royal 
Beggar."  We  sent  our  last  copy  to  the  secretary  of  3'our  associa- 
tion and  we^^  have  been  unable  as  yet  to  secure  more  from  the 
publishers.  This  is  probably  the  most  popular  book  of  the^° 
vacation  season,  and  the  demand  for  it  has  been  unusual.  July 
and  August  sales  with  us  are  not  ordinarily  heavj^^'^  and  it  is 
only  an  accident  that  we  can  not  meet  j^our  request.  We  are 
just  in  receipt,  however,  of^<^^  the  very  popular  adventure 
story  ''Treasure  Colony,"  a  copy  of  which  we  are  sending  you 
under  separate  cover. 

May  we^2°  send  you  a  circular  announcing  Sarah  Wilson's 
new  novel  entitled  "John  March's  Daughter"?  You  have  un- 
doubtedly seen  it  advertised  in^^^  the  newspapers  of  3'our  city. 
It  is  in  two  volumes,  and  we  feel  certain  that  it  is  a  work 
which^^^  will  catch  the  popular  fancy.  The  author  herself  has 
pronounced  it  the  best  book  of  her  career.  It  is  our ^^<^  own  con- 
viction that  it  is  the  long-awaited  great  novel  of  the  century. 
We  admit  we  may  be  a  little-^^  biased  when  we  speak  of  Miss 
Wilson,  her  pen  has  struck  off  so  many  fine  stories,  but  how- 
ever that  may -2°  be,  we  cordially  recommend  the  book  to 
your  club  for  consideration.  Unfortunately,  it  is  not  yet  off 
the  press,  but-^°  it  will  certainly  be  ready  for  the  Christmas  sea- 
son, maybe  by  the  end  of  October.  We  shall  post  you  a^^° 
copy  as  soon  as  it  arrives. 

We  sincerely  appreciate  your  patronage  and  that  of  your 
associates. 

Very  truly  yours,  (279) 
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EXERCISE  17 

You  ask  about  reporting.  Well,  reporting  is  a  desirable  pro- 
fession and  I  recommend  it  to  your  serious  consideration.  It 
has^^  dignity  and  is  a  pleasant  and  convenient  way  of  making  a 
living.  It  offers  a  very  interesting  career,  so  much^^  so  that  I 
prefer  to  look  upon  it  as  a  game,  or  a  lot  like  reading  a  detective 
story. 

But,®''  like  all  professions,  there  is  another  side  that  often 
makes  it  a  wearing  occupation.  If  you  are  a  court  reporter, ^'^ 
you  see  too  frequently  the  dark  side  of  life .  Shut  up  in  the  court 
room,  particularly  in  a  criminal  court, ^^'^  your  principal  contact 
is  with  crime  and  misfortune.  Before  you,  all  day  long,  you  see 
the  procession  of  unfortunates,  over^^^  them  the  dark  shadow  of 
the  jail  or  worse;  some  born  in  its  shadow,  others  led  by  the 
force  of^^'^  circumstances  or  the  tempting  invitation  to  a  soft 
and  easy  life. 

Hour  after  hour,  session  after  session,  the  reporter  sits^®^ 
imprisoned  in  this  atmosphere  and  listens  to  the  testimony  of 
these  unhappy  folk,  until  at  length  he  grows  sick  of^^''  the 
scene  and  slides  down  in  his  seat  from  sheer  mental  depression. 
If,  in  addition,  he  is  tired  and  it^oo  is  a  hot  day,  he  wonders 
why  he  ever  took  up  shorthand,  or  why  God  made  the  world. 

You  see, 22°  I  entertain  no  illusions  about  the  profession.  I 
omit  none  of  its  bad  points  when  I  speak  of  it,  chiefly ^'^'^ because 
I  am  conscious  of  so  many  good  points  in  its  favor.  Whatever 
may  be  said  of  reporting ,  it  is^^'^  highly  interesting  work .  It  has 
respectability  and  is  considered  a  well-paid  profession.  Salary, 
of  course,  is  not  the  primary ^^^^  consideration  in  the  selection  of 
a  profession,  but  it  never  hurts  to  give  it  a  thought. 
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I  have  no  hesitation^^^  in  making  the  statement  that  for  all- 
round  attraction  and  interest  the  profession  of  reporting  is 
worth  considering  by  any ^2^  ambitious  man  or  woman.  Person- 
ally, I  like  the  work — therefore  I  am  a  reporter.  (334) 

EXERCISE  18 

Gentlemen: 

Pursuant  to  your  instructions  I  have  conducted  an  investi- 
gation into  the  causes  of  the  wreck  occurring  on  this  division^^ 
this  morning,  February  twenty-fourth.  I  herewith  submit  my 
report. 

At  9:40  in  the  forenoon,  train  No.  34,^°  while  proceeding 
slowly  across  the  Williamstown  Bridge,  crashed  into  an  open 
lock  of  the  draw,  the  engine  and  the  forward^^  coach  being 
derailed  and  thrown  into  the  river.  The  engineer  was  drowned, 
and  several  passengers  injured.  All  passengers  have  been^° ac- 
counted for  except  a  Mrs.  John  Green,  of  Philadelphia,  and  her 
aunt.  Both  of  them,  however,  were  seen  by  IMrs.^^^  Green's 
husband  and  her  son  after  the  wreck,  and  it  is  expected  that 
they  were  picked  up  by  an  ambulance. ^^o  Several  passengers 
were  removed  to  the  local  hospital  with  injuries  and  suffering 
from  exposure  in  wet  clothing. 

The  cause  of^'*'^  the  disaster  is  chiefly  attributable  to  the 
weather  conditions  prcvaihng.  There  had  been  a  heavy  rain  all 
night  which  turned ^®°  to  sleet  and  laid  a  coating  of  ice  on  the 
track  and  the  mechanism  which  operated  the  draw.  There 
was^^®  a  complete  band  of  ice  around  the  connecting  chain,  and 
the  lock  itself  was  found  to  be  broken,  probably  by^°°  the  im- 
pact of  the  wheels  as  they  crashed  into  it. 

Incidentally,  there  had  been  a  minor  accident  to  this  particu- 
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lar22o  lock  two  months  before,  but  it  had  been  immediately 
repaired.  It  is  alleged,  however,  by  the  bridgeman,  that  he 
had^^^  been  obliged  to  watch  it  carefully  ever  since  to  see  that 
it  operated. 

The  signal  was  green  at  the  entrance^^^  to  the  bridge,  both 
before  and  after  the  disaster.  The  bridgeman  has  been  placed 
under  arrest  pending  a  separate  investigation. ^^o  Further  hght 
shed  upon  the  affair  by  this  investigation  will  be  communi- 
cated immediately. 

All  aboard  the  train  have  been  cared^^*^  for. 

Respectfully  yours,  (303) 


EXERCISE  19 

My  dear  Sir: 

Your  letter  of  the  third  inst.,  with  its  attached  memoran- 
dum bill ,  representing  the  balance  of  our  account ,  ^^  is  before  us . 
We  regret  that,  owing  to  a  difference  of  opinion  between  our 
local  office  and  yourself,  this  invoice^^  has  remained  unpaid. 
You  will  recall  that  the  duplicate  copy  of  the  sales  sheet 
received  at  this  office  contained  an^^  error  in  figuring  the  dis- 
count and  the  exchange  rates.  We  immediately  referred  the 
question  to  our  local  manager,  in  accordances^  with  our  regular 
procedure,  but  due  to  his  absence  we  were  informed  that  the 
correction  could  not  be  made  and^^^  his  approval  secured  until 
his  return  the  following  week. 

We  did  not  know  at  this  office  what  price  had  been^^o  quoted 
or  how  payment  was  to  be  made,  and  when  we  wrote  to  you 
your  office  did  not  seem  very^'^^  anxious  to  make  the  correction, 
your  excuse  being  that  there  was  practically  no  chance  of 
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error  in  your  figures  and^^°  that  you  expected  to  receive  full 
remittance  at  our  earliest  convenience. 

Our  local  manager  now  says  that  the  error  is^^^  yours.  We 
send  you  herewith  copy  of  his  order  blank,  containing  in  your 
own  words  description  of  the  sample  on^^^  which  the  sale  was 
made,  the  discount,  and  the  exchange  rates  which  were  to  be 
allowed.  If  you  haven't  already ^^^  seen  this,  we  ask  that  you 
compare  it  with  your  records  in  an  effort  to  locate  the  cause  of 
the 2^^  misunderstanding. 

If  this  doesn't  clear  it  up,  we  shall  have  to  ask  the  advice  of 
ovr  attorney.  It  is  our^^^  earnest  desire  to  have  the  matter 
settled  and  to  meet  the  draft  which  your  bank  has  already 
presented  to  us,^^^  but  we  can't  be  held  responsible  for  an 
error  that  isn't  ours. 

Very  truly  yours,  (295) 

EXERCISE  20 

My  dear  Bob: 

At  the  request  of  your  uncle  I  am  sending  you  an  application 
blank  which  I  should  like*^^  to  have  you  fill  out  immediately. 
Please  submit,  among  other  things,  a  full  account  of  the  college 
work  you  have^°  done,  the  particular  courses  of  study  you  fol- 
lowed, your  various  marks,  etc.,  as  well  as  an  outline  of  your 
athletic^'^  activities  while  in  school. 

Personally,  I  believe  your  educational  qualifications  are 
sufficient  and  I  have  no  doubt  they  will  be^^  looked  upon  with 
favor.  I  suggest,  however,  when  you  return  the  apphcation, 
that  you  write  my  name  on  the  envelope  ^°°  to  be  sure  that  it 
passes  through  my  hands.  I  will  see  that  it  receives  immediate 
consideration. 
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The  expedition  starts^^^  out  on  the  tenth  of  the  month.  Get 
together  the  books  and  things  you  will  need  and  send  them  in^^^ 
a  package  addressed  to  me.    I  shall  hold  them  until  you  arrive. 

Cordially  yours,  (154) 
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